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VicNet is an online portal that allows volunteers to 

access the database used by Three Rivers. You will 
be able to log on to VicNet from home, school, or 

any place with an internet connection. 
 

VicNet allows you, as a volunteer, to: 
 

 View your schedule  

 Self schedule and report hours (if applicable) 

 Receive news and messages  

 Check your service records 

 Update or correct your personal profile 

How to use VicNet: 

A Guide for Volunteers 

V
O

L
U

N
T

E
E

R
 



PAGE 2   Updated: Wednesday, February 09, 2011 

 

How to Log into VicNet 
 

Go to: (www.ThreeRiversParks.org/volunteer).  
 

This will take you to our Volunteer webpage. Click on the 
“Resource Center” tab. 

 
Scroll down to the bottom of the list and  

click the ”VicNet” link.  

Direct link to the VicNet Volunteer Log in:  

https://www.volgistics.com/ex/portal.dll/?From=10867 

VicNet 

Certain volunteer workgroups may view and sign up on schedules and report hours online through VicNet. 

http://www.threeriversparks.org/
https://www.volgistics.com/ex/portal.dll/?From=10867
https://www.volgistics.com/ex/portal.dll/?From=10867
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Now you will see a login page like this one: 

 

Save this webpage to your “favorites” or create a shortcut to 
your desk top. 

 
In the Login name field, enter your email address. Be sure 

the email address you enter is the same one that the Volun-

teer Office has on file. If you attempt to use an email address 
that does not match the one on file, you will not be able to 

log into VicNet. 
 

In the Password field enter your VicNet password emailed to 
you. If you have lost your password or experience difficulty 

accessing your information, contact Volunteer Office at 763-
694-1104 for further assistance. 
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Navigating in VicNet 
 
By providing visual examples of how each tab looks. We 

will tour VicNet features and provide some explanation on 
the basic purpose of each tab. Starting on the upper left.  

The Home tab 

 
Depending on your worksite and/or your as-

signment some of the tabs shown here may 
not be visible to you.  
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Navigating in VicNet 
 

The Mail tab 

 
The Mail tab in VicNet is where you can see messages 

(called Vic Mail) sent to you from the Volunteer Office 
or from one of the sites where you volunteer. 

 

New messages appear on top, and a list of previously read mes-
sages appear on the bottom. The messages listed here will dis-

appear after 2-4 weeks. 
 

The Vic Mail messages you receive here may be different than 
messages sent to you via email, because of this be sure to 

check them out once in a while. 
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Navigating in VicNet 
 

 
The My Profile tab 

 
The Profile tab lets you see and update your per-

sonal information. Use this tab to update your ad-
dress, telephone numbers, and emergency contact information. 
 

 

 
 

 

Before moving from one section to the 

next be sure you save your updates by 
clicking the             button.                            
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Navigating in VicNet 
 
The My Schedule tab 

 

If your workgroup is set up for self-scheduling, 
you could use VicNet to fill openings on the cal-

endar. To self-schedule, Click on a Help Wanted balloon to view 
openings. Otherwise call or email your supervisor, to sign up. If 

you are on the schedule this tab lets you view and print your 
schedule. 
 

If you need a copy of your 

schedule, just click the 
“Printable View” button.  You 

can now print this whenever 
you need to. 
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Navigating in VicNet 
 

 
My Service History tab 

 

On this tab, it is possible to see your record 
of service (since January 2009), and the to-

tal number of hours you have volunteered for the Park District 
(Life Hours). 

 

 

 

 

 

If you need a record of your service, just 

click the “Printable View” button.  You 
can now print this whenever you need it.  
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Navigating in VicNet 
 
Time Sheet tab 

 
You may be able to use the Time Sheet tab to 

enter your hours for a few limited and specific 
assignments. Do Not Enter Hours on VicNet, if you are also 

logging hours at your site or of you have not been instructed 

by your supervisor to do this. (Check with your supervisor to 
see if you might be able to utilize this feature.) 

 
  

 

 



PAGE 10   Updated: Wednesday, February 09, 2011 

 

Page intentionally left blank 


